OPERATIONAL SERVICES DIVISION

Job Aid:
How to Add Bidder Notification for a Bid Posting

This Job Aid shows how to:

o Add Bidder Notification to a Bid
o Generate an email notification to the selected Bidders in COMMBUYS

Of Special Note:

COMMBUYS has functionality that enables the buyer to select all vendors who have registered in COMMBUYS and who
have designated specific UNSPSC codes for their Vendor profile. If you have already issued a bid and did not select
vendors to notify of the Bid opportunity or need to add additional vendors to notify, please utilize this Job Aid. Email
notification of bid opportunities in COMMBUYS now requires the buyer to indicate the Vendors/Bidders who will receive
an email bid notification. This step is taken on the Bidders screen of a Bid.

Screenshot Directions

T Launch e COMMBUYS webs by

entering the URL

C@M M BUYS https://www.commbuys.com/bso/ in the
Browser

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of - .
Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all Enter yOU r Logln ID and password y
public procurement information posted here in order to promote transparency, increase . -

competition, and achiove bost value for Massachusslis fxpayers click the Login button

COMMBUYS INFORMATION:
For more information on COMMBUY'S please visit the COMMBUYS support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you have any questions or concerns contact the COMMBUY'S Help Desk at
COMMBU Y SEstate. ma.us or ring us during normal business hours (8AM — SPM Monday —
Friday} at 1-888-627-8283 or 617-720-2197.

L Reqgister
Register here to begin using COMMBUYS.
“endors, please read this disclaimer prior to registering.

N Complete Registration
Complete registration here to begin using COMMBUY'S.
Wendors, please read this disclaimer prior to completing registration

— Open Bids
Browse open bid opportunities.
e Active Contracts
Browse active Contracts/Blankets.
— Contract & Bid Search
Search for Bids and active Contracts/Blankets.
— Registered Vendor Search
Search for registered vendors.

Login 10

Password:

Forgot wvour password?

© 2014 Periscope Holdings, Inc.
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2. From the Navigation Bar, locate your BID
from the Documents Dropdown or use the
advanced search icon

In Progress To send notification, the Bid can be in the
Ready for A rowra H .

= = — et following status:

Sent e InProgress

e e Ready for Approval

Ewaluat:: ¢ Ready to Send

et o s e Sent (even after the Bid has been
Canceled posted “Bidders” can be added and

notified by following the next steps)
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Job Aid:

How to Add Bidder Notification for a Bid Posting

Screenshot Directions

Open Market Bid BD-15-1080-0SD01-OSDEP-00000000278

Stalus: 285 - Sent

General Items Address Accounfing Routing Attachments Notes | Guestions  Amendments Q&A Reminders Summary
Subcontractors  Quote Activity

Selec biddr paricipaton, open orclosed, and selectvengors to oty
@ Unvesticte bi. sl venders csn view snd resgond

@ Restivied bid,only selected vendors can view and respond

3. Once you find and open the Bid, click the
Bidder’s Tab. The Bidder's General Sub Tab
opens by default.

Note: In this example the Bid is in “sent”
status and has been posted in COMMBUYS
without selecting or notifying Bidders. Unlike
Comm-PASS, you must select
vendors/bidders in order for them to receive

TR e M an email notification.
L]
[ m—— If this is an open Bid choose the
(P Tee——— L Unrestricted bid. This will allow all vendors
2 Eremerrreaeees | to view and respond.
Select the Lookup and Add Vendors button
to add bidders and to notify vendors via email
of a Bid posting.
seaenUsng. | ALcipeciets « 4. The Lookup and Add Reference
Fral ][ Ce ] Vendors screen displays.
SearchFields: | yenorip Vendor Name
VendorTaxm snoulT] VentorLegaane Scroll to bottom of the screen and select
I i Find Vendors for All Commodity-EPPS on
S - the Bid button.
[] Emergency Suppiiers [] Reference Vendor
s = ’ COMMBUYS automatically matches the

UNSP $C Keyword
General Acknowledgement

Yes

This is my DUNS number

DUNS Number

Environmentally Preferred Products or Services (EPP) R
No -
MBE Certified ’7A
Not Certiied ~
t
No -
SDVOBE Certified ’7‘
NotCertfied -
DO certified ’f‘
Not Certiied  ~
Business Structure R
Sole Proprietorship =
Business Type

Business Enterprise (for-proft) ~
WBE R
NotCertiied =~

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Browse by:
012345678910

vendors who have correctly registered with
UNSPSC codes and their email to the Bid.

Buyers can also add vendors by name and
also use the other search parameters listed,
SDO, SBPP, etc. Filter as appropriate.

[ Find It | Clear ]
Copyright © 2014 Peris cope Holdings, Inc. - All Rights Reserved.
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How to Add Bidder Notification for a Bid Posting

Screenshot Directions

5. All vendors from the search display in the

Select Vendor ID Vendor Name Alternate LastPODate LastBidDate Address  City  State Contact Phone  Reference
= eme yender header.
@ 213120 éﬁi;ﬁgnﬁ”":e Mar 24, 2014 f'?eg&‘ Boston  MA ;::{s B172426885 Mo
®  me  GegCenteeste ver 2. 214 e pamuoel R B ez o To Select all vendors. Check Select box in
@ s Ao ol e e TG ne the header to select all vendors listed. (This
@ s Nedeuc o 22 2012 Do e e D3 oraes e is best practice for adding multiple
¢ e Moy U5 e e N GETE g vendors, specifically for those who are

—_— roup lagg St. der 7T . .
_ Save & Exit || Seve & Continue |§ Find Vendars for NICommawE?’smmeBiﬂ [ | cm_ SUbjeCt to procurement requ'rements)

Copyright © 2014 Periscops Holdings, Ine. - All Rights Reserved

Message fomwebpage == Once the vendors have been selected,

choose the Save & Exit button.

Warning: All vendors have been selected for email notification. A large
L& quantity of vendors may take several minutes to process.

A dialog message like the one shown here
displays when selecting a large number of

vendors.

6. After selecting the vendors, the General
Bidders screen appears listing the Vendor
ID, Vendor Address and the Preferred
Method of Delivery.

The process in Steps 3-5 can be repeated
multiple times to ensure that vendors with
different commodity codes relevant for your

Open Market Bid BD-15-1080-0SD01-OSDEP-00000000278

e e e e, e st e bid are included. COMMBUYS will create a
—— ~ combined notification list of all vendors you
select through multiple vendor searches. If a
e I — vendor appears multiple times, COMMBUYS
e E— R

o Vendor dckasn

will keep the vendor’s name on the list once
B - to avoid duplicate notification.

iing Adsress - Wtk Warler 415, Flagg St Worcester.. ¥ |

s s = i For “sent” Bids:
ol s e COMMBUYS will ask how you want to
S .o notify each vendor — simply select the
e A e ¢ — contact date (the date you would like
e = A',ﬁ‘m .o them to receive notification) and method
g T oo s 7 9 for each vendor you wish to add (email)
w s t‘ . ¢ Once you have added vendors and
g i ¥ ——— notification information, it is best practice
T [ to issue an amendment to the original
pp——— Bid and include the following message:
: = “Issued additional Bidder notification

(CERYTaTL D 2014 Perscape =aHINgs, .- Al BT Sesan

about this Bid.” This amendment will
trigger an email notification to all vendors
listed on the Bid, including those who
received previous notifications or if they
were previously listed as Bidders.

Next click Summary tab
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Screenshot Directions

Open Market Bid BD-15-1080-0OSD01-OSDEP-00000000278 o2t 2t [ 7. On the summary tab, there is now a
P e i ey e Bidders field in the middle of the Header
o e oo - Information.

— . e T If you have already issued a bid, which would
NCha T memeene T be in “sent” status, and did not select

oo e w e vendors to notify of the Bid opportunity or

e st S ot oG ontact End e ke, need to add additional vendors to notify, you
Tm““:?:“'““ Fea “mm ;":.‘.‘;T et : ”“““M have now added Bidders you can stop at this
G e Sron e e e step.

otctation Ensbie o — s

s s B

Transaction Size (Commenwealth
D nly)

Bid Field Demo.

¥
3
‘ g
H
7
-3

Files:
Forms

tem # 1: Servicestst purchse 255 -Sert [

UNSPS OO En
‘Cafetera senvees

ay una cost uom “Total Discount At Taxrate Tax Amourt Totai cost
i) 00 2a-zan sas0 sace o
Manutachrer srana: Moges
Manz: sazeagng:
‘Account Cage Amaunt

Thiere 15 1 e 269uTing 7AISLE T 1 M,

Pre-bid Approval Path:
Thers are ra approval patns found for s .

EZT

CORYTGNL G 2014 Perlstops HONgS. Ine. - Al RIghs Rzserved,

8. Review the Item Information section of

s, the Summary tab to ensure correct UNSPSC
_ codes were added.
- - Click the Submit for Approval button at the
e s bottom of the Summary Tab if this Bid has
T mim = —_ wl = } - m} = not been posted. If the Bid is in a “sent”

o o . status you will not need to submit this for

- - approval.

\ i \ o

\ [eT———

9. Once the Bid has been approved, open it
— back up to the Summary tab and scroll to
AL bottom to Send the Bid.

Opfon(s}| @ Changs b status I “Seal and nctfy vendors ) Chavsge bl stabus 8 "Se” oy,

| |
:
:

The Buyer will have two options under Send

[_sessa | Bid Actions:
— T e f—— e Option 1: COMMBUYS defaults to

Change Bid status to ‘sent’ and
notify vendors. Best practice is to
keep the default (Option 1)

e Option 2: Change bid status to
"Sent" only: does not send email

Status: 2BS - Sent B notification to Bidders

Click Send Bid button. The document status
changes to 2BS ‘Sent’ status.
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